
 
 

 

 

   Video Conferencing Training  

You will need to complete this the first time you log into the reservation system.  

 

 

 Establishing Your Profile and accessing the scheduling web site 

 Creating Reservations 
 Dial In info for external connections 
 My Conferences Tab 

Establishing Your Profile and Accessing the Scheduling Web Site 

1. Open Internet Explorer; go to Favorites, down to Katy Independent School District 
and select Videoconference Reservations or you can go directly to 
http://ktadmvidbrid02/tms/Tandberg/TMS/UI/TandbergScheduler/Default.aspx.  

 
 
 

 
 
 
 
 
 
 
 

2. If you have never used the scheduler before you will see the following screen with 
your KISD ID# in field labeled First Name; replace your ID# with your first name. 
Fill in Last Name, E-mail Address, Office and Mobile Numbers and select Katy 
ISD under Location and click on Save.  
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Creating Reservations  

1. Click on the Start button to begin scheduling a 
conference  
 

2. Select a site or sites from the list on the left (A); use 
the right arrow button to add a site or sites to the 
conference list (B) on the right  

 
 

(NOTE: To remove a site from the list on the right (B) 
Use the left arrow  
 

3. To add a site OUTSIDE of the district click on Add 
Unlisted and complete a, b & c. 
 
(Note: If you are NOT connecting to a site outside of 
Katy skip to step 5)  
 
 Select Dial In or Dial Out using the tabs (Most 

connections should be set to Dial Out)  
 Click on the Video IP radio button  
 Enter the appropriate IP address in the 

corresponding field. 
 
4. If you need to setup a Dial In connection, select 
the Dial In tab and enter the name of the external 
connection and then click add.  
 
(Note: See step 15 below) 
 
5. Once all participants have been added click Next to 
continue. 
 

6. Use the first drop down menu (A) to select a date 
for the conference. 
 
7. Use the second drop down menu (B) to choose the 
start time of the conference. 
 
8. Use the third drop down menu (C) to choose the 
end time of the conference 
 
Note: After selecting the date and times a schedule 
will appear to let you know if there are any conflicts.  

 
9. Click “Next” to continue.   
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10. Enter the name of the videoconference  
 

NOTE: Use the following naming convention. School, 
teacher name, title of conference.  
Ex. (MGE-Carr-Test call) 
 
11. Press “Confirm” to complete the conference 
reservation. 
 
12. The email address where the confirmation will be 
sent should appear. 
 

13. Click on “New Conference” to make another 
reservation or “Close” if scheduling is complete  
 
 
 
 
 
 
 
14. A calendar appointment will be sent to you 
confirming the reservation. Open the appointment, 
complete the LOCATION field if necessary and use 
Invite Attendees to forward the appointment to the 
person requesting the video conference. 

 

Dial in info for External Connections 
 
15. If you are having an external connection Dial In, 
make note of the H323: number (should be your 
equipment’s alias such as 2001) at the bottom of the 
email where it says “The participants will connect 

using this route: External NAME connects to YOU 
(H323: 2001) and give this number to the contact 
person at the external connection along with the IP 
address they will need to dial in which is 
66.60.240.181. 

 

 

16. When they dial the IP address they will get a welcome screen (a.), then a (DTMF) dial pad screen 
(b.). This is how they enter in your Alias “H323” number to make the connection. 
 

17. When they see the DTMF screen (b.), they will need to enter # to activate the touch tones to get to 

the enter screen for extension number (c.). 
 

18. Now they will enter your H323 number ex. 2001 and then # again to complete the call and connect. 

 

 
a.             b.                    c. 
 
 
 
 

  



My Conferences tab 

You can view the conferences that you have setup and edit or delete them.  Select the 

conference you want to edit and after clicking on the edit button it will take you back to the 

book meeting room tab where you can then add or remove participants.  Delete will… delete 

the conference. 

 

   

Side Note:  If you 

click on your name 

you can update 

your contact 

information such 

as your name, 

phone number or 

email address. 

If you double click 

on the text of one of 

your conferences it 

will open a detail 

information box as 

seen below. 


